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Narrative –   New locations can be set up for a variety of reasons: 

 A new address 

 Multiple addresses 

 Additional Banking Information (ACH) 

 Interfaces, etc. 
 
Guideline Reference – New Locations  
 
Navigation: Vendors>Vendor Setup/Maintenance>Vendor Information 
 

1. SetID:  SHARE 

 
 
 

1. Enter your search criteria. 
 
2. Click on the selected vendor. 

 
3. Click on the Location tab. 
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4. Click the plus button on the ‘Vendor Location’ this will create a new location.  

 
 

 
5. Name the Location (remit, po, main, etc.)  

 
6. The Location description should contain: 

 
a. The city of the address which is attached to the location. 
b. If there is more than one address in the same city add the street address 

to the description. 
 

7. Open the Payables link. 

. 
 

8. Select the address the appropriate address for the newly created location. 
 

9. Click Ok. 
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10. Click on the ‘Procurement’ link. 
 

 
 

11. Select the same address that was selected in the ‘Payables’ link. 
 

12. Click OK. 
 

13. Add a note in the comments indicating who and why the location was created. 
 

 
 

14. Save. 

 
 

 
 


